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 Introductions  

 

 Agency wide monitoring preparation (Nicole 
Fitzgerald) 

 

 Tips for a successful site visit 
 

 Feedback/question and answer session 
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 Please call in using the telephone number and unique conference ID 
provided by GotoWebinar  

 
 Submit questions via the “questions” function in the Go To Webinar 

dashboard 
 

 OR use the ‘Raise your hand’ function 
 

 Questions will be answered by DHCD or Cloudburst to the extent 
possible during the webinar, Participation is Encouraged! 
 

 10-15 minutes will also be provided at the end of the webinar for 
questions 
 

 Unanswered questions at the end of the webinar will be responded to by 
DHCD through email and will be made available on the ESG website 
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 http://www.mass.gov/hed/housing/stabilizat
ion/emergency-solutions-grant.html 

 

 

 

11/28/12 ESG Webinar Series – Tips for a Successful Site Visit 7 

http://www.mass.gov/hed/housing/stabilization/emergency-solutions-grant.html
http://www.mass.gov/hed/housing/stabilization/emergency-solutions-grant.html
http://www.mass.gov/hed/housing/stabilization/emergency-solutions-grant.html
http://www.mass.gov/hed/housing/stabilization/emergency-solutions-grant.html
http://www.mass.gov/hed/housing/stabilization/emergency-solutions-grant.html
http://www.mass.gov/hed/housing/stabilization/emergency-solutions-grant.html
http://www.mass.gov/hed/housing/stabilization/emergency-solutions-grant.html
http://www.mass.gov/hed/housing/stabilization/emergency-solutions-grant.html


 Nicole Fitzgerald, Father Bill’s & MainSpring 
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Tips for a Successful Site Visit 
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 We are fully confident that our sub-recipients 

are adhering to guidelines 
 

 Monitoring is an ongoing process 
 

 Site visits are a piece of overall monitoring 
process 
 

 A successful program is a result of a good 
relationship between sub-recipient and DHCD 
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 Conducted by Elisa Bresnahan  

 

 1-2 visits during contract period, more if necessary 

 

 Minimum of 1 week notice prior to visit 

 

 Expect visit to last approximately 3 hours 

 

 Staff will not need to be present, but availability 
would be great 

 

 Please provide quiet office space/desk/table 
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 Sub-recipients should have in place a process 
that allows for: 
◦ Tracking of expended and unexpended funds 

◦ Allocation of staff time 

◦ Tracking of admin costs 

◦ Tracking of sub-contracts 

◦ Source documentation for all program related 
expenditures (example, signed time sheets for staff 
or leases to back up rent payments) 
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 Will look for documentation of staff time 
billed to ESG (time sheets) 

 Documentation of service hours reported on 
the Personnel Summary Report 
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 Will look for documentation of program costs 
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 Chosen at random 

 

 Review 5-10 approved case files 

 

 Review 2-3 ineligible case files 
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 Use the Recordkeeping & Reporting documents as a 
guide! 

 

 Files should… 
◦ Be organized 

◦ Have a checklist 

◦ Contain clear case notes 

◦ Contain verification of eligibility requirements 

◦ Contain completed documents (signatures, dates, 
completed questions, etc.) 

◦ Be entered into HMIS 
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 Homelessness Prevention file review checklist 

 Rapid Re-Housing file review checklist 

 ESG Financial Management and Expenditure 
checklist 

 

 All documents will be made available on the 
Mass.gov ESG website 
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 Do the intake documents (application) ask the 
required questions for successful HMIS data 
entry? 

 Were (entry, quarterly, exit) assessments 
completed?  

 Review of submitted APR’s, address any 
concerns that have yet to be discussed 
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 Opportunity for discussion 

 Review of any concerns/findings 

 Schedule a follow up site visit, if necessary 
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 Expect letter within 30 days 

 Letter will detail any concerns/findings and 
course of action  

 Generally you will have 30 days to correct any 
findings 

 If necessary, follow up visits will be 
completed to review findings 
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 Be prepared! 
 Communicate with DHCD, address any 

concerns prior to a visit 
 Keep files organized, develop checklist  
 Follow the recordkeeping and reporting 

documents  
 Use the monitoring checklists and monitor 

your own files 
 Use monitoring visits as an opportunity for 

discussion with DHCD 
 Know your goals! 
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 We are monitoring spending and progress 
towards goals 

 If necessary, we will begin to re-allocate 
funds in early February from providers unable 
to reach their Y-T-D performance and 
expenditure targets to providers who are 
meeting/exceeding performance measures. 

 If you have concerns about meeting your 
goals and/or spending your allotted funds, 
please talk to us now rather than later. 
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Please use the “Raise Your Hand” 
function 

• Any questions pertaining to the 
topics covered 

• Challenges/barriers that may    
affect your site visit 
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 Future webinar 
 
◦  12/12 DHCD ESG Updates and Q&A Session 

 
 Please contact me with ideas for discussion 

for this webinar 
 

 

Please email follow up questions to 
elisa.bresnahan@state.ma.us or 617-

573-1393 
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